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PREFACE

CollabWorx is an approved collaboration tool. For documentation, see our website at:
http://www.atsc.army.mil/collaboration

As with any software installation, your Information Assurance Manager has oversight over local computer
software installation.

TSS Reach Point of Contact

For questions regarding CollabWorx accounts or other information regarding the TSS Reach Collaboration
program, please contact:

Pam Hicks, pam.hicks@us.army.mil
757-878-5964, or DSN 826-5964

TSS Reach Collaboration Support Team

at 757-878-5964, or DSN 826-5964

For assistance with accounts, training, or implementation, contact:

Pam Hicks, pam.hicks@us.army.mil,
Mike Andriliunas, michael.j.andriliunas@us.army.mil, or
Enid Denis, enid.denis@us.army.mil

The Army Training Help Desk (ATHD)
ATSC has created initial Help Desk processes to support TSS Reach.
The Army Training Help Desk (ATHD) will provide Tier 1 support using the following contacts:

Email: help@atsc.army.mil
Phone: 1-800-275-2872.

Agents can assist you with common problems and/or you can access the knowledge base yourself at the
ATHD website: https://ask-atsc.atsc.army.mil

For new problems, or questions requiring specialized assistance, the ATHD will refer your help request to
the Tier 2 subject matter experts.

For information regarding accounts, instruction, or implementation support, use the contact information
on the cover of this document, call 757-878-5964.

This document provides some basic troubleshooting information in Appendix C. For a continuously updated
knowledge base, use the ATHD website.
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INTRODUCTION

This document is a user’s manual, which accompanies our hands-on training of CollabWorx, the
synchronous collaborative tool sponsored by the Army Training Support Center (ATSC). We have included
terminology and program information, using the software, and some protocol and troubleshooting tips
along the way.

We welcome feedback on Training Support System (TSS) Reach, the CollabWorx application, and this
user’s manual. Contact information is provided on the cover of this document.

User’'s Manual Conventions and Terminology

Conventions

This manual focuses on the operation of CollabWorx on the ATSC CollabWorx server. All screen shots are
taken using this server and configuration.

Terminology and Definitions

Variations on terminology associated with this system exist. Terms and definitions are provided to clarify
appropriate terminology and acceptable variations.

TSS Reach is the program sponsored by ATSC in order to provide collaborative and distance technologies
worldwide anytime, anywhere. Specific technologies such as CollabWorx, fall under this program.

CollabWorx (ke-lab’-wurks) is the name of the company that creates this synchronous collaborative tool.
It is also the appropriate vendor-suggested term for the software.

CW Lite is a nickname that many people have used for the software. If someone uses this term, they
mean the same thing as CollabWorx software.

CollabWorx SIM (Secure Instant Messenger) or Community Window. The icon for the SIM software that
resides on your taskbar. When you double-click this icon you see a window with community members’
names. From this program you have the ability to send Instant Messages and also to launch collaborative
n}eitings.dMany people call this the community window, because you see the community name at the top
of the window.

Collaborative Meeting is the term we will use in this manual to indicate the application that includes
audio, video, chat, and (depending on the type of meeting you choose) document sharing. Other generic
terms are Virtual Meeting, Live Meeting, Conference, Collaboration, Web-based Videoconference, etc.

Profiles are a person’s settings for a particular server. Settings include login name, password, and URL to
the server, along with other available preferences.

Communities are groups identified on the server by name. You will only have access to communities that
the server administrator has given you access to. Most communities are restricted, but there are open
communities where anyone with an account can go to communicate with others.
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TSS Reach Collaboration Software, CollabWorx

ATSC has selected CollabWorx, our tool for secure, synchronous communication, and collaboration that we
believe will promote better teamwork, better training, and ultimately, better soldiers.

Capabilities of CollabWorx include audio, video, and data conferencing, all over internet protocol using
existing bandwidth. With minimal investment in a web camera and microphone you have a personal web-
based videoconferencing system available at your convenience anytime, anywhere.

With CollabWorx, you can share the display, navigational control, and markup of documents. You can also
share web-based content such as distributed learning content for review or training.

Applications for TSS Reach, CollabWorx include:

Networked Meetings - saving valuable time and resources

Teambuilding and Teamwork - proving real-time peer and mentor interaction
Training - ensuring all students participate

Performance Support - providing expertise to the field

Personal Conferencing - eliciting immediate feedback

The software has multiple types of security including authentication, data encryption, and key
cryptography. It has been tested as capable of running over SIPRNET and is an approved DISA
collaborative software.
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Figure 2.1 The CollabWorx SIM icon on the Windows taskbar
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Figure 2.3 The CollabWorx SIM icon

The Secure Instant Messenger (SIM) or
Community Window

CollabWorx Secure Instant Messenger (SIM)
is a complete instant messaging solution for
organizational use.

In contrast to consumer grade instant messaging
tools, the SIM focuses on using secure instant
messaging to foster better communication within
the organization, and to provide connections
between the organization’s customers and the
organization’s employees.

The SIM also serves as a gateway to more
complex communications, such as Collaborative
Meetings with audio, video, and document
sharing.

1. Double-click the SIM icon on your
taskbar (Figure 2.1) to view the window
with the list of people currently logged in
to your community.

Persistent Status Indicators

You will notice different icons next to people’s
names in your community. These are used

to provide a high level of on-line presence
awareness (Figure 2.2).

Some of the icons are user-defined (i.e., the user
selects the status indicator from the Settings
menu), others are automatic (i.e., the program
assigns a status based on pre-defined criteria).

The recommended default icon is the telephone,
which means the user is “Available.” If necessary,
you can change your default by going to the
Settings menu, selecting Properties and using
the drop-down under Default Status in the User
tab to change the default (Figure 2.3).
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Default and automatic user status indicators are

Configurable Status Indicators

You may wish to change your icon to indicate
r to others that you are not available. Table 2.2
provides details on these indicators.
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Figure 2.4 The Status menu used for setting user

presence indicators

| L
Status.

Click the Settings menu and choose My

2. Select the icon which best expresses your

current user status (Figure 4.4).

Description

Comment

User is available for instant messaging and
invitations to collaborative meetings.

This is default setting. Being logged in
and available are the recommended settings
for optimum benefits of collaboration and
communication.

User is participating in a meeting or
conference.

Set automatically when user enters a meeting.

Two new options become active in the user menus:
the user can invite others to join the meeting and
others in SIM community can ask to join the user in
the meeting.

%

User is (figuratively) asleep.

user’s computer.

This is a “presence awareness” feature. Messages
can still be sent to the user.

User is idle. Automatically set after 10 minutes of inactivity on e
the user’s computer. B il 1]
This is an “presence awareness” feature. Messages =R
can still be sent to the user. R Ll
Automatically set after 1 hour of inactivity on the s

User is absent.

Set automatically after 3 hours of inactivity on
user’s computer.

This is a “presence awareness” feature. Messages
can still be sent to the user.

Table 2.1 Default and automatic user presence indicators

Description

Comment

User is busy. Please, send important
messages or meeting invitations only. SIM
will issue a warning before sending an IM or
invitation to a busy user.

Set by the user. Used as a visual indicator of non-
availability. Send important messages or meeting
invitations only. SIM will issue a warning before
sending an IM or invitation to a busy user.

User is away. Shown when user sets his/her
status to “Away.” The icon was a hamburger in
the last version and is now an airplane.

Set by the user. Used as a visual indicator of
being away. Send important messages or meeting
invitations only. SIM will issue a warning before
sending an IM or invitation to a busy user.

Do not disturb.

Set by the user. In this state, you cannot send
instant messages or to invite the user to meetings.
You can choose to send the user an email message
instead by right-clicking user name and selecting
“Send email message” option.

User is not listed.

Set by the user. For privacy, a user can decide not
to be listed in SIM. They see other names, but
others can’t see their name. The user still can send
messages and receive replies.

No icon is shown when the
status is Not Listed.

Figure 2.2 Presence indicators set by the user
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#* Malcolm Hutton

¥ou are chatting with Malcalm Hutton & Instant Messaging in CollabWorx is a secure,
synchronous method of communication within a
community. It often becomes a preferable mode
for quick communications because you can see
by the user presence indicators if someone is
available and the other person usually replies
quickly.

Sending Instant Messages

—I Hi Mac...
HHac Send

To send an IM to one person:

1. Go to the community window.

Figure 2.5 Sending an Instant Message .
J g g 2. Double-click the person’s name (or

right-click their name and choose Send
instant message). This will bring up the
message box with the person’s name you
are messaging at the top (Figure 2.5).

* Malcolm Hutton

‘ou are chatting with Malcolm Hutton IEl
- 3. The cursor will come up in the lower box
Wi ready to type your message. Type your
Malcolm Hutton wrote: message in the lower box.
hey pam )
You wrote: 4. Click Send or press the Enter key on your
Sandy savs the time Monday for meeting is good For ber, so T think we're all keyboa rd.
in
Malcolm Hutt, te: . L . :
ounds great for me to 5. Limited formatting is available by holding
CTRL then pressing the Enter key to move
to the next line to type.
Send
Last Message Received on 2005/01/28 at 13:00:05 Receiving Instant Messages
. As long as your program is running (the SIM
Figure 2.6 Instant Messages icon shows on your taskbar), and you have not

changed your status to “Don’t Disturb” or “Not
Listed,” you are able to receive instant messages
from other people.

When someone sends you a message, a window
will pop up on your screen with the name of the
person sending the message at the top of the
window. Each message will be identified by the
person who wrote it (Figure 2.6).

Send e-mail message
Inwite person bo the meseting
Jmimy persan in the meeking
Showve personal information

=1 | ﬂ You can close the message window at any time.
@ Collabiwiars, Ine. If you receive another message it will pop up
- again. If you have the “"Sound on Message” set
Figure 2.7 Select multiple names and right-click on the high- in your message properties, it will play when the
lighted area to get the user menu. message box pops up to notify you.

o Sending Instant M to Multiple Peopl
* CollabWorx Instant Message _ 10| x| enaing instant iessages to Muitip/e Feople

: To send IMs to more than one person:
Send to multiple uzers

; Hella everyane. | 1. Go to the community window.

2. Hold the CTRL key and Select each
person’s name you want to send a
message to.

3. Right-click on one of the blue highlighted
0| Send Cancel nan")les to get the user menu (Figure
2.7

. . 4. Select Send Instant Message. You will
Figure 2.8 Send Instant Message to multiple users get a different message box saying “Send
to Multiple Users” (Figure 2.8).
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£+ Meeting Room X Note: Sending to multiple users only works

File Communities Portals  Collaboration  Setbings  Help in the send mode. You will receive replies as
- individual messages.

i

Recannect / Viewing Your Message Log

Profiles b ——

T — [ E-mai We already covered setting up Message Logging
Lo Pessade 0g in the Properties dialog box. Now that you have
Exit sent and received instant messages, you can

] o . view them in the SIM Log Viewer.
Figure 4.9 File menu with View Message Log selection

1. Go to the File menu and select View
Message Log (Figure 4.9).

L=
[ iser [ Date:Time [ Messans -] 2. The SIM Log Viewer window will appear
B Mike andrilunas  2005/01/21 ¢ 1134132 Just sent the e-mail e with your Instant Messages. For each
T Mike Andriiunas  2005/01/21 1 11:33:26  cool, that was Fast! message you will see an arrow Showing
‘.!l Mike Andriiunas  2005/01(21 : 11:33:18  I'm sending you some pics now, WhO Sent (ye”OW up arrOW) and WhO

received (green down arrow). It also
shows the person’s name you were
messaging with, a date/time stamp, and
the message itself (Figure 2.10).

-

Mike Andriiunas  2005/01(21 ¢ 11:32:51  Just wanted ko know if my email made sense? v|
3

Refresh | Close

Figure 2.10 SIM Log Viewer
You can sort your messages by clicking

the category names in grey at the top.
X You can also resize of each column by
selecting the line between categories and
-.' Received from Mike Andriliunas at 20050121 : moving it.
11:35:18

3. Double-click on a message and you will
get the SIM Message Viewer (Figure
I'm sending wou some pics now, 2.11).

Sending Email

Previous Mext

There is a convenient way to send email to
people within your community.

Figure 2.11 SIM Message Viewer . .
1. Go to the Community window.

2. Right-click one person’s name to get the

5end instant message user menu (Figure 2.12).

Send e-mail message

Note: You can also send Email to multiple

Irvite persan ko Ehe meeting people. Hold the CTRL key and select
: : : multiple names, then right-click the blue
Joif person in the meeting highlighted area to get the user menu.

Shiow personal informakion

3. Select Send email message.” This will
bring up the send window of your email
program with the AKO email addresses
filled in ready to send your email message

Figure 2.12 Right-click user names to get the user menu

iy Untitled Message - Microsoft Word _|EI|£| (Figure 2'13)
File Edit Miew Insert  Format  Tools  Table  Swindow  Help X Note: The email address used will be the
HEE SE B|lo- & 3@ e O s AKO email address.
Hsend | 0 - [E | ! 4 [ ¥ | [optons... - |HTML Show Personal Information
[ To... |debra.ann.|awson@us.arm il |
Be.. | | You can find out some information about another
_ user.
Subjeck: || |
— 1. Go to the Community window.
2. Right-click a person’s name to get the
<l user menu.
Figure 2.13 Outlook email editor 3. Select Show personal information.
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Figure 2.15 CollabWorx commercial server
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Figure 2.16 Switch from the Meeting Room to the ATSC
community on the ATSC server

Help

Callaboration  Settings

atsch

| E-mail |
hubert. rochellei@us, army. mil
carol washingtont@us. army. mil
cindy. robingon(@us, armg. mil

File Communitizs  Portals

| M arme
Blake Rochelle
Caral %/ azhington
Cindy Robinzon

Cori Starry cori. starm@uz, sy, mil

Crpstal 5pithaler cryztal marie. spithaler@ius ar.
Dave Bames dave barnes1 @z army. mil
David Miner darvid. p.rmineri@iuz, army, mil

Soeeeeen

Debora Spencer debora. spencerf@us. army. mil

Figure 2.17 The ATSC community
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Switching Between Profiles

Profiles are set up for each server you have
access to. You give the profile a name and fill
out the properties for it so that you can easily
move between servers where you have access to
people in other communities.

1. Go to the Community window.

2. Click on the File menu and select Profiles
(Figure 2.14). This is where you can
select the names of other profiles you
have access to.

Switching Between Communities

Something you might do more often than
switching profiles (servers) is to switch to
another community.

Communities are created by the server
administrator. Most communities have restricted
access for only certain people. This access is set
by the server administrator for each individual.

Everyone should have access to the Meeting
Room community. Other communities will be
set up over time as we continue to evolve our
support for collaborative tools.

It is very easy to switch between communities.
1. Go to the Community window.

2. Select a community from the menu
(Figure 2.16).

The next time you log on you will be in the
community you were last in, not the one you
originally chose when setting up your profile.

If you have visited another community,
remember to switch back to the one you want
to be listed in. You will see the name of the
community at the top of the window.
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Figure 3.1 Collaboration menu
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Initiating Collaborative Meetings

The CollabWorx SIM provides a gateway to

other programs for synchronous collaborative
meetings that can include audio, video, chat, and
document sharing.

1. To access collaborative meetings, go to
the community window and click on the
Collaboration menu (Figure 3.1).

2. Tools are configurable on the server
side for each community. In the Meeting
Room community, there are two options:
A/V and Data Conference, and Video
Conference.

Note: The only difference in these is
the A/V and Data Conference has the
Document Sharing capability and the
Video Conference does not.

The A/V and Data Conference window is shown
here (Figure 3.2). This window has the name
CollabWorx at the top. Be sure to give the
Collaborative Meeting window time to load
everything.

Note: If it ever happens that a feature doesn’t
load properly, you get an error message or
experience any problems, simply close the
window with the X in the upper right-hand corner
(Figure 3.2) and then restart the Collaborative
Meeting again from the menu (Figure 3.1).
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Figure 3.3 Audio and video default settings set to mute

Audio & Yideo ?
Speaker < /
Microphone & [ | |

Camera #: 4160120 1345 |

Cutgoing line: audio open, video casting

Figure 3.4 Volume bars for microphone
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Figure 3.5 Video settings for size and frames per second

) (1,0 Fps (0 kbps)

Figure 3.6 Occassional video freeze is easily corrected

Audio and Video Settings

The first thing you will want to do after initiating
a collaborative meeting is unmute (turn on)
your audio and video. These features are muted
by default as shown by the red slashes over

the icons next to the Microphone and Camera
(Figure 3.3).

Adjust Audio (Microphone) Settings

1. Click on the red slash over the
Microphone icon to turn the mic on. You
will see volume bars move as you speak if
the audio is working (Figure 3.4).

Note: Anytime you need to mute the mic
again, just click on the icon to put the red
slash back.

Adjust Video Settings

Each person controls their own video window size
and frames per second (fps). What you set these
to will depend on your available bandwidth and
?Iso the purpose you are currently using the tool
or.

For most uses you will want to set your video

to the smallest size, 160 x 120, and the fps to
around 10-13 so that the video is smoother, but
also is not using excessive bandwidth (Figure
3.5). For some uses you may want larger video
and more frames per second.

You can adjust your video settings before or
after unmuting your video. When you adjust
your video settings after the video is on, it will
momentarily freeze.

To turn video on and adjust video settings:

1. Click the red slash over the Camera icon
to turn the camera on.

Note: Be aware that the video
window can come up behind your
Collaboration window and you will
have to move your windows around to
arrange them on your screen.

Anytime you need to stop sending video,
just click on the icon to put the red slash
back, meaning the video is muted.

2. Click the arrows to the right or left of
the resolution (default 160x120) shown
at the right of the Camera icon to make
the video smaller or larger. On the ATSC
server, the video should open at the
lowest video size, 160 x 120.

3. Click on the slide bar to adjust frames
per second to around 10 for most uses
(Figure 3.5).

Note: if video ever freezes at 0 kbps (Figure
3.6), try muting the video and unmuting it to
free the video stream.
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Figure 3.7 User menu
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Figure 3.8 Meeting invitation
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Figure 3.9 Meeting invitation accepted
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Figure 3.10 Meeting invitation rejected

CollabWorx SIM =]|
2)
-

k.aren Litle requests a permiszion ta join your meeting.
Do you grant the permission?

Figure 3.11 Request to join a meeting
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Inviting Others or Requesting to Join
Meetings

After you have initiated a collaborative meeting,
first allow everything to load on your end and
adjust your audio and video, then invite others to
join your meeting.

1. Open the community window by double-
clicking the icon on your taskbar.

2. Right-click the person’s name you want to
meet with. You will get the User menu
(Figure 3.7).

3. Select Invite Person to the Meeting.
This will pop up a message on their screen
asking them to join the meeting (Figure
3.8).

4. Most people follow the protocol of
arranging a meeting time in advance or
Instant Messaging someone to ask if they
can join a meeting before inviting them.

5. You will receive a feedback message
indicating the person accepted your
invitation (Figure 3.9).

When a person accepts a meeting
invitation, the program will automatically
load on their computer and they will need
to unmute their audio and video and
arrange their windows just as you did.
Make sure you allow time for this before a
meeting is scheduled to begin.

6. If your invitation was rejected, you would
also receive a feedback message (Figure
3.10).

7. You can communicate with people while
setting up collaborative meetings by using
IM.

Only people already in a meeting can invite or
allow others to join the meeting.

If you see the icon showing someone is in a
meeting, you can request to join:

1. Right-click the person’s name and select
“Join Person in the Meeting” (Figure
3.11).

2. The person on the other end can accept or
reject your request.

Tip: If you need to reject a request for some
reason, you may want to IM the other person to
explain.
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Screen Arrangement

CollabWorx allows complete user control over
the arrangement of windows on the screen. Each
person controls the arrangement on their own
screen (Figure 3.12).

Positioning Video Windows

For the best communication, you will need to
make as much eye contact as possible. You can
do this by positioning your camera close to the

video windows of the people you are talking with.

That way when you look at their image, you are
also looking toward your camera and making
better eye contact.

How Display Resolution Affects Screen Space

The higher your screen resolution is set, the
more pixels or dots on the screen you have and
the more items you can fit on a screen. It is
recommended that you set your resolution to at
least 1024 x 768, especially if you are going to
share documents.

Arranging Windows

To move windows around on your screen:

1. Click the blue area at the top of your
window and drag to move the window
around on your screen.

When video windows come up on your
screen, they may come up behind other

A CollabWorx ... -
| Meeting Participants

Pam Hicks

Audio & Video
speaker ¢
Microphone &
Camera #: 4160x120p
Outgoing line: audio open, video casting
chat

B
A CollabWorx ...

I,
.

Type here

Shareable Documents 7
DeE=EEw

| |[® Pams Whiteboard

atsc.army.mil
it v w-trad . army milfinde < heml
www-tradoc.army.mil - regs - r350-70 -

& 350_700_1
TRADOC Pam 350-37 20030609
Configuration Management in Collaborative X
Writing
Configuration Management in Callabarative X

riting 2

TS5 Reach_12MovO4 x
TSS Reach_12Mav 5 x

windows. Move the larger windows out
of the way to get to the video windows
and arrange your screen as one of the
first things you do when beginning a
collaborative meeting.

Resizing Windows

You can “grab” the sides or corners of any
CollabWorx windows to resize:

1. To resize one side of the window, move
your cursor to the side of the window.
When the cursor changes, click and drag.

To resize two sides of the window, move
your cursor to the corner of the window.
When the cursor changes, click and drag .

Minimizing Windows

Windows you don’t need can be minimized and
docked on your taskbar until needed.

1. Click the underline button at the upper
right corner of the window. You will see
the item at the bottom of your screen,
docked on your taskbar.

If you have many items docked on your
taskbar, they will be grouped by program.
If you have minimized more Internet
Explorer (IE) windows than will fit, they
will group in one IE button on your
taskbar. When you click that button you
will see a menu of the other items.

Whiteboards can be used to dynamically
draw rough sketches to illustrate concepts

[ [ [

Figure 3.12 Sample screen arrangement on a display with a high resolution. Higher resolution provides more room to arrange windows
on your screen. Click on the top of each window and move to arrange window on your screen. Video windows may come up behind
other windows, so when you are getting setup and arranging windows, be sure to look behind other windows for video.
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‘A CollabWorx

Meeting Participants

Pam Hicks
Michael Andriliunas

Figure 3.13 Meeting Participants and Private Messaging

A CollabWorx

Private message
Message to Michael Andriliunas
Type here:

Hey Mike, do you want to invite
loe?

Figure 3.14 Private Message window

Chat 7

Pan Hicks [17:04]

The video window is probably hidden...
Pam Hicks [17:04]

Try moving the conference window to find it
Michael Andrliunas [17:06]

(] 4
Michael Andrliunas [17:06]

I found the screent!
Pam Hicks to Michael Andrliunas [17:10]
Hey Mike, do you want to invite Joe?

Type here: MES

Figure 3.15 Chat messages and Private Message (highlighted)
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Participants and Private Messaging

The topmost area of the collaborative meeting
window shows all the participants currently in the
meeting (Figure 3.13).

Next to each person’s name you will see “"PM” for
Private Messaging. Using this feature is similar to
a side whisper to someone during a meeting and
is @ message only between the two parties.

To send a private message:
1. Click PM next to the person’s name.

2. Type your message and click Send or
press Enter (Figure 3.14).

3. You will see your private messages appear
in the Chat window.

The difference you will see, however, is

that private messages appear with both
the sender and receiver names to show

that the message is only between those
two parties (Figure 3.15). Regular chat
messages only show the sender’s name
and are appear for all participants.

Using Chat

Chat is an important area and can be used in
casual or formal ways depending on the type of
meeting.

Chat can be a place where a designated person
enters meeting minutes or at a minimum, action
items from an official meeting. It can be a place
where students listening to an instructor can
enter questions without interrupting and the
instructor can respond to the questions.

At the end of a meeting or training session, chat
notes can be saved or printed.

To use chat:

1. Type in the box just below the words
“Type here” and press the Enter key to
post 1):he message to the Chat box (Figure
3.15).

A scroll bar will appear when the box is full to
accommodate more messages.

Click the “Clean Chat Window"” icon to erase all
messages.

Click the “Save Chat Record to Disk” icon to save
messages to a file. When the dialog box appears,
choose the location to save the file, name the
file, and choose the file type.

Click the “Print Chat Record” icon to print the
chat messages.
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Shareable Documents ?
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Pams YWhiteboard
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Configuration Management in Collaborative
Writing
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Figure 3.16 The Shareable Document List

Shareable Documents

D%bﬁ@‘&?t}

Flgure 3.17 The crown icon showing you do not have the
floor

Shareable Documents ?
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Figure 3.18 The crown icon showing you do have the floor
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in direct support of HQ TRADOC core missions,
ATSC serves s lhe Army’s premier training support planner
rcher, ice pi HQ TRADO

ctaff, ATSC manages < the Armv ide Tr
which is designed to provide an operationally rel
training environment whenever and wherever ne:

XX XXX XXX

Figure 3.19 Sharing Documents

Shareable Documents

& & 5w

Figure 3.20 The synchronize icon
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Sharing Documents

Besides the great security and audio/video

features of CollabWorx, document sharing is a
very important feature that allows us to share
information and get work done using this tool.

Note: For more formal meetings or instruction,
you will want to take time to load documents
before starting your meeting.

There are different document viewers for
different document types. We will cover viewer
options along with loading documents later in this
section.

The Document List

When documents are added they show up in the
window under Shareable documents, in what we
call the Shareable Document List (Figure 3.16).

Documents can be removed from the list by
clicking the X to the right of the document name.

Floor Control and Sharing Documents

You share documents with other participants by
“taking the floor.” To do this:

1. Click the Crown icon to remove the red
slash (Figure 3.17).

No red slash indicates that you have the
floor (Figure 3.18).

2. After taking the floor, click a Document
name on the list. The document opens
on your screen and also on the other
participants’ screens (Figure 3.19).

3. Other participants can take the floor by
clicking on their Crown icon. When they do
this, the red slash will reappear on your
Crown.

4. If you do not have the floor, you can still
open and navigate documents on your
computer. The document you are looking
at is not shared with anyone else unless
you have the floor.

Document Synchronization

If other participants are not receiving the
documents you are sharing, you can synchronize
or refresh the document being shared to them by
clicking on the Synchronize icon. This is the last
icon on the right under Shareable documents and
shows two arrows in a circle (Figure 3.20).
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Shareable Documents 2
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Figure 3.21 Create Blank Document is the first icon on the left
under Shareable Documents

M COUABWOIX ..eoeviiieesieeene s st e e s |;| |E| ['5__(|
New document 7

Title: [Document 1

Add document |

Create a Blank Document

Blank documents use the Whiteboard. To create a
blank document:

1. Click on the “Create blank document” icon
(Figure 3.21).

2. Either leave the name as the default name
(Figure 3.22), or rename the document
(Figure 3.23).

Figure 3.22 Blank documents have default names 3. Click the Add Document button.
4. The document appears in your document
: e list under Shareable Documents.
M COLABWOTX ...eeeveieeesieesee et ene e e ene e |._| |E| E'

New document B 5. Take the floor by clicking the crown to
remove the red slash.

Title: [Pams Whitzhoard \
Add document |

Figure 3.23 You can also rename a blank document

6. Click the document name in the list to
load it on yours and other participants’
screens.

Note: With the whiteboard, all participants can
draw at the same time for others to see without
having floor control (Figure 3.24).

Selection Drawing  Text Load Drawing Text
Tool Tools Tool Documents Attributes Attributes

Document Highlighter PPT Slide or Page
Management & Pointer  Navigation

e Y E Y Y o T S A N N PPN SR SRR

Pams Whiteboard
517 = | CEERA| ZyE|
draw rough sketches to illustrate concepts

That's right, but | can edit your
drawing to show my perspective.

635,284

Figure 3.24 Whiteboard features

Most of the whiteboard tools are self-explanatory. We suggest you try out the tools with different
attributes, try loading files in the whiteboard, saving and printing. There are a couple of ways to
delete; you can wipe the entire screen, or use the Selection tool (farthest left on the toolset) to
select single items and press the delete key. The arrows at the far right allow you to navigate PPT
files. When you save the files as *.svg file type, the markup for each screen will also be saved.
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Shareable Documents ?
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Figure 3.25 The document repository icon is the second icon
from the left

Connect to xportal atsc.army.mil
Fﬁj‘a

F.§ i\
i

wpartal, aksc, army, mil

User name: | MNAE fparn, hicks b |

Password: | I ITTITTI Y YYIT) |

[ ]remember my password

L oK J [ Cancel

Figure 3.26 Document Repository Login
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2 Document Library - Microsoft Internet Explorer

@ https: {fxportal.atsc.armey.milfPortalfDocumentsfATSCS % Go
J———

.

|Add Link to ATSCSpirit L

[ oocument Library : Docurnents | ATSCSpirit
Zubscribe | Add Sub-Folder | Add Document | Open In Web Folder

Hide Descriptions
Sort by Author | Title | Date ™

(12005 ATSC NEWSLETTERS

CJARTICLES
_JPHOTOGRAPHS
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Title

Actions

Shaw mndar e 31 Jan D5

Show @ aredWork Priorities.xls

Shaw &) editdata.mso

Show &) filelist.xml ~

i LI

Figure 3.27 ATSC Document Library

|l

Open Document Repository

Note: The document repository on the ATSC
server is currently associated with the ATSC
SharePoint portal and is available only by
password. Documents can be loaded and then
shared with others.

Each community can be configured and even
connected to your own document repository.

To add documents from the repository:

1. Click on the “"Open Document Repository”
icon, the second icon from the left under
Shareable Documents (Figure 3.25).

1. Type your user name and password if
prompted (Figure 3.26).

2. Find a document in the list.

3. Click and drag the document from the
repository (Figure 3.27) to the document
list u?der Shareable Documents (Figure
3.28).

Shareable Documents 2

& &= 5w o
Ermpty list
Click [M, B or [ above to add a document
/‘

Figure 3.28 Drag files from the repository to the Shareable
Document List
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Shareable Documents :
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Figure 3.29 The Add web document icon is the third from the
left

‘A CollabWorx

Remote document selection
Select Web resource:
I-http:,!,!www.atsc.army.mil
Don't upload: [

Figure 3.30 Remote document selection
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New document ?

original location: hitp: ffwewew atsc.armey . milf
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Wiewer: Browser
Co-Browser {/
Add document |

Figure 3.31 Choosing a document viewer
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As a FOA in direct support of HQ TRADOC core missions,
ATSC serves as the Army’s premier training support planner,
researcher, integrator, and service provider. For HQ TRADOC
staff, ATSC manages the Armywide Training Support System,
which is designed to provide an operationally relevant
training environment whenever and wherever needed.

XX X XX XXX

Figure 3.32 Sharing web documents

21

Add Document from the Web

Many things accessible on the web can be shared
with other participants.

1. Click the Add Web Document icon
(Figure 3.29).

2. Type or copy and paste the address to the
web document or webpage.

3. Click the Don’t upload box to use these
documents as live webpages (Figure
3.30).

4. Click the Select button.

5. Select either Browser or Co-Browser
as the Viewer from the New Document
window (Figure 3.31). Co-Browser is in
Bold, so it is already selected.

Browser is a browser-based window
with no interface menus or buttons. It
is usually recommended to choose the
Co-Browser so you have navigation
capabilities for webpages.

6. Click Add Document. You will then
see the link to this under Shareable
Documents, ready to share with other
g’]%ezti)ng participants as shown (Figure

Note: There are some caveats to what you can
share over the web:

1. When you share a web document,
navigation within that window will push
out to other participants.

2. Scrolling does not currently push out.
You will need to combine verbal cues with
page navigation to share and talk about
what you are seeing.

3. Pop-up windows do not share for security
reasons. If you click a link and the page
comes up in another window, you will
need to put the address for that page back
in the main window, or add that address
as another shareable web document.

4. You can not log in to a secure site and
then push out what you see to other
participants, again, for security reasons.

You can send others to the log in screen
and have each person log in separately
and then share navigation.

Note: What you see may be different
from what other participants see, based
on your access privileges, but general
content will be shared.
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Shareable Documents 7
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Figure 3.33 The Add computer documents icon is the fourth
from the left

2} CollabWorx

File upload
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Figure 3.34 File upload window
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Figure 3.35 Selecting a file
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Figure 3.36 File upload window with file
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Figure 3.37 New document window
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Add Document from your Computer

Most office documents, pdf files, and many
graphic and media files can be shared
documents. To add documents from your
computer:

1. Click the Add Computer Documents
icon (Figure 3.33). The first time you
select this icon you will be advised that
documents are temporarily uploaded to
the server in order to be shared.

2. Click the Browse button to choose a file
from )your computer directories (Figure
3.34).

3. Find and select the file on your computer.
Click the Open button (Figure 3.35).

5. Click the Upload button (Figure 3.36).

6. Select a viewer (Figure 3.37).
Options for most office documents are
Simple Document Viewer, and Whiteboard.

The Whiteboard viewer has the advantage
of being able to mark up the document.
Whiteboard documents are not scalable,
however, so it can take more effort to
arrange windows on the screen. The
Whiteboard does push out navigation to
other participants.

Advantages of the Browser or Co-Browser
are that the documents are scalable on
the screen, something very important if
you are working with limited screen space.
For PowerPoint files, navigation buttons
appear on the browser window, but you
will need to verbally communicate to
other participants to click page arrows to
navigate along with you.
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‘au are chatting with Malcalm Hutkon 8 If you click in the Instant Message window and

begin to type, but nothing happens, make sure
you are typing in the lower part of the window,
not the upper part where the messages appear.

When you open the IM, the cursor comes up
in the lower part of the window ready to type
(Figure A.1).

—' Hi Mac. ..
A Send

Figure A.1 Make sure you are typing in the lower part of the
IM window

+ Mirror |Z| |E| |E|

My Video is Frozen at O fps

If your video goes to 0.0 fps and stays there, it
may be frozen, not an unusual occurrence when
using Internet Protocol (Figure A.2).

1. Click the Camera icon to mute the video.
The red slash will reappear over the icon
(Figure A.3).

2. Click the Camera icon to unmute the
—» 0.0 fps {0 kbps) v video. The red slash will disappear.

3. In a couple of seconds, your video should
be back to streaming.

Figure A.2 Active audio and video settings

Audio & VYideo

Speaker &
Microphone 2

Camera ﬁ: 160120 E

Cwutgoing line: audio muted, video hidden

Figure A.3 Audio and video default settings set to mute
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3 CollabWorx ..o CER I Can’t Find the Other Participant’s Video

Meeting Participants

Pam Hicks With CollabWorx windows set to be On Top,
Michael andriliunas some windows can come up behind others. This
sometimes happens with video windows coming
up behind other windows (Figure A.4).
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0utgoing line: audio open, video casting L ‘

1. Drag and move the top window out of the
13.5fps (220 kbps) wa yl

2. Move each window to arrange your screen.

Type here:

Empty list
Click [, 8 or (B above to 5dd a document

Figure A.4 The Advanced tab and what your Java settings
should look like
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Figure A.5 Checking document viewer plug-ins
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Figure A.7 Update or remove plug-in objects
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My Shareable Documents Don’t Work

If you are not able to view or share document,
check to see if your document viewer plug-ins
may not have loaded correctly.

1. Open Internet Explorer and click on the
Tools menu, then click Internet Options.
Make sure you are on the General tab,
then click Settings (Figure A.5).

2. Click View Objects in the next window
(Figure A.6).

3. Look at the status next to each of the
CollabWorx plug-ins to see if any have
“"Damaged” as a status. If they do, right-
click the object and choose Update or
Remove (Figure A.7). The plug-in will
reinstall the next time you load a meeting
with shareable documents.



